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P ERSON! EL ACTIONS AFFECTING CIG CIVILIAN EMPL OYEES 
V/IiO ARE PAID FROM VOUCHERED FUNDS 

lo Procurement 


25X1 A 

25X1 A 


a„ The Personnel Division, Personnel and Administration© Branch, CIG, 
is charged with: 


(1) Maintaining, in coordination with the Finance Division, current 
data • showing authorized existing vacancies (both grades and positions 
in all CIG offices and Staff Sections. 

(2) Close and constant coordination with CIG offices and Staff 
Sections to determine priority of personnel requirements to in- 
sure continued efficient operation. 

(3) Obtaining from the Civil Service Commission approval of job 
classifications covering all, .CIG civilian positions requiring 
such approval.. 

( 4 ) Determining, and maintaining constant contact with, all avail- 
able potential sources of qualified individuals to fill authorized 
CIG vacancies. Such contacts will be continually exploited to the 
extend necessary to insure availability of qualified individuals 

to fill vacancies as they occur. 

(£) Close coordination with the Security Division, Personnel and 
Administrative Branch, CIG to expedite to the fullest possible 
extent all action in. connection with final security clearan.ee of 
prospective employees o 

(6) Initial contact with prospective employees and expeditious 
completion of all administrative action required to employe those 
found qualified to fill authorized vacancies. 

(7) Obtaining approval of appropriate Office or Staff Section 
Head prior to hiring any employee to fill an authorized vacancy,, 
except for clerical and administrative positions in grades CAF-1 
to CAF-5, inclusive, which may be fille d without reference to the 
Office or Staff Section concerned# 

be Office and Staff Section Heads are charged with: 

(1) Initiating Forms No. 37-8 (Recruitment Request) in triplicate, 
covering personnel requirements to fill essential authorized vacan- 
cies, and 37—3 (Personnel Action Request) in duplicate, c overing 
employment of acceptable individuals , and routing the forms to 
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(2) Pinal interview and acceptance or rejection of prospective 
employees to fill vacancies under their juri3dication, except 
clerical and administrative personnel to be appointed in grades 
CAF-1 to CAF-5. inclusive* 

(3) Providing advice and assistance in the preparation of job 
classifications* 

(l|.) Making no commitments regarding employment or salary to 
individuals who may be contacted directly prior to reference to 
Personnel Division. 

2 0 Processing Procedures. 

a 0 Conplete Forms £7 (Application for Employment) and 38-1 (Personal 
History Statement) will be obtained from prospective employee by 
Personnel Division. 

be In cases where clerical and administrative positions in grades 
CAF-1 to CAF— 5 inclusivo are involved, qualification of applicant, 
to hold position will be determined by Personnel Division, and, if 
found qualified, Form 30-1 sent to Security Division for security 
c] earancco 

£ » In cases other than those specified in par. 2b above: 

(1) Forms vd.ll be sent to Office or Staff Section when appropriate 
vacancy exists requesting recommendation for or against employment 
and, if acceptable, indication of grade and position to be filled* 

(2) Upon return of papers to Personnel Division, if applicant is 
acceptable , final determination of qualifications to fill grade 
and position recommended will be made and Form 38-1 sent to 
Security Division for security clearance. 

(3) Cases involving disagreement between the using agency and 
the Personnel Division will be sent by the Executive for Personnel 
and Administration, together with full statement of facts, to the 
Executive Director for decision ^ if the Executive for Personnel 
and Administration cannot arrive at an agreement with the 
requesting office. 

( h ) Personnel Division will initiate all rejection notices to 
applicants* 

d* (1) Immediately upon receiving security clearance, action to com- 
plete employment processing will be expedited by Personnel Division 
and employee assigned* 
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(2.) If Security Division recommends against employment , appro- 
priate notification will bo sent to applicant by Personnel Division 
and ease closed. 

(3) Any disagreement between Security Division and/or Personnel 
Division and Office or Staff Heads will* be referred to the Execu- 
tive Director for decision, in the event the Executive f or 
Personnel and Administration cannot arrive at an agreement with the 
requesting office. 

3 « Personnel Division will obtain sufficient information from the 
M nonce Division to keop budget restrictions on personnel procurement current 
at all times. Individual cases will not normally be referred to the Ptecnde 
Division for clearance. 

bo Approval of Personnel Actions. 

£* Delegation of Authority dated September 6, 19)46, signed by the 
Director Central Intelligence authorised the Chief, Personnel 
Division, to approve personnel actions for the CIG. It is the 
responsibility of the Chief, Personnel Division, to ascertain that 
CIG policy and the standards established by the Civil Service 
Commission are observed in connection with the employment of all 
vouchered civilian employees. 

bo (l) The Chief, Personnel Division, Personnel and Administrative 
Branch, may take final action for tho Director in cases involving 
grades CAF-1 to 12 inclusive, and P-1 to P-f? inclusive, pro- 
vided the head of the interested Office or Staff Section concurs,, 

(2) The Executive Director must approve for the Director 
final hiring in all cases involving grades from CAF-13 to 
CAF-l£ inclusive, and P-6 to P-8 inclusive. Concurrence of 
the head of the interested Office or Staff Section will be 
obtained by the Personnel Division prior to presentation to 
the Executive Director for decision*. 

(3) Any doubtful cases and those involving disagreement between 
the Personnel Division and the Office or Staff Section Head 
concerned, will be referred to the Executive Director for 
decision, in the event the Executive for Personnel and 
Administration cannot reach a staisfactory agreement with 

the requesting office. 

5>o Transfers and Reclassification of Positions*. 

Action to secure reclassification of established positions and 
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. -T- ■handled gonorally in the same manner as indicated above, except for 
security chock. No action on the part of individuals or Office and 
Staff Hoads is required to effect automatic within grade salary increases, 
6, Terminations. 

Request for termination of employment in the case of any 
employee will be initiated by the appropriate Ofricc of Staff Section 
Head on Form 37—3 ^ rand forwarded to the Personnel Division accompanied 
by a detailed statement of the reasons for recommending termination,. 

Upon receipt of such request,, Personnel Division mil take appropriate 
action in accordance with existing regulations. 



FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



and Admin i s fcr a ti oil. 


25X1 A 


NOTE: This document is classified 11 SEC RET" only because 
of tho subject rather than the contents. 
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/’ VTOCTaRE PAID FROM VOUCHERED FUNDS" 


/ — 

Procurement 1 

&/ The Personnel Division, Persbnhel and Administrative Branch, CUf, 


25X1 A 


25X1 A 


is charged with:; \ 


(1) Maintaining, in coordination with the Finance division, current 


data showing authorized existing vacancies (l^pth* grades and'* positions 

/' V iy' . KL^,,^ r "' 

y iu all Clfl offices and Staff Sections. A’ i I /? / 

(2) Close and constant coordination with \Clfl^of f ices and Staff 


Sections i to determine priority of personnel --'requirements tp" in- 


25X1 A 


j >> sure continued efficient operation. 
/ ) (3) Obtaining 


classifications 


ce Commission hppfoval'of job 
vilian positions requiring 


such approval,- 

/ 

(h) Detdrminin 
/ 


r ciG* 


onstan^b contact with, all jfoll- 


ablo/potential 


yin&iviciualb to fill authorized 


jacancies. ^uci^ontacts\wm7be continually exploited to the 


| \xtent\necessary to ihd unavailability of qualifi^indivi duals 

I Ysri/ / \ \ jr 

X "td fill vacancies as they oqcur. jr 


Close coordination\with the Security Division, Personnel and 


Administrative Branch, Cl#- to expedito^bo the fullest possible 


extent all action in connection with final security clearance of 


prospective employees* 


(6) Initial contact with prospective employees and expeditious 


completion of all administrative action required to employe those 


found qualified to fill authorized vacancies. 


(7) Obtaining approval of appropriate Office or Staff Section 


Head prior to hiring any employee to fill an authorized vacancy,. 


except for clerical and administrative positions in grades CAF-1 


to inclusive, which may be fille d without reference to the 


Office of Staff Section concerned. 


bo Office and Staff Section He&ds arc charged with: 

(1) Initiating Forms No. 37-8 (Recruitment Request) in triplicate. 


covering personnel requirements to fill essential authorized vacan- 


cies, and 37-3 (Personnel Action Request) in duplicate, covering 


employment of acceptable individuals , and routing the forms to 
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(2) Final interview and acceptance or rejection of prospective 
employees to fill vacancies under their jurisdication, except 
clerical and administrative personnel to bo appointed in grades 
CAP-1 to CAP-5 inclusive * 

(3) Providing advice and assistance in the preparation of job 
• classifications. 

(It) taking no commitments regarding employment or salary to 
individuals who may be contacted directly prior to reference to 
Personnel Division. 

2o Processing Procedures. 

a. Complete Forms 57 (Application for Employment) and 38-1 (Personal 
History Statement) will be obtained from prospective employee by 
Personnel Division. 


- l In cases where clerical and administrative positions in grades 
CAF-1 to CAP-5 inclusive are involved, qualification of applicant 
to hold position will be determined by Personnel Division, and, if 

round qualified, Form 38-1 sent to Security Division for security 
clearance* 

c„ In cases other than those specified in par. 2b above: 

(1) Forms will be sent to Office or Staff Section when appropriate 
vacancy exists requesting recommendation for or against employment 

. and, if acceptable, indication of grade and position to be filled, 

(2) Upon return of papers to Personnel Division, if applicant is 
acceptable , final determination of qualifications to fill grade 
and position recommended will be made and Form 38-1 sent to 
Security Division for security clearance. 

(3) Cases involving disagreement between the using agency and 
the Personnel Division will be sent by the Executive for Personnel 
and Administration, together with full statement of facts, to the 
Executive Director for decision, if the Executive for Personnel 
and administration cannot arrive at an agreement with the 


mk 


requesting office. 

(!i) v Personnel Division will initiate all rejection notices to 
applicants* 

(1) Immediately upon receiving security clearance, action to com— 
plete employment processing will be expedited by Personnel Division 
■ and employee assigned. 
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v.w ii Security Division rocommcnds against employment, appro- 
priate notification will be sant to applicant by Personnel Division 
and caso closed. 

(3) Any disagreement between Security Division and/or Personnel 
Division and Office or Staff Heads will be referred to the Execu- 
tive Director for decision, in the event the Executive f or 
Personnel and Administration cannot arrive at an agreement with the 
requesting office. 

3* Personnel Division will obtain sufficient information from the 
Finance Division to keep budget restrictions on personnel procurement current 
at all times. Individual cases will not normally be referred to the Btecmbo 
Division for clearance. 

k* Approval of Personnel Actions. 

a? Delegation, of Authority dated September 6, 19)4-6, signed by the 
Director Central Intelligence authorised the Chief, Personnel 
Division,, to approve personnel actions for the CI$. It is the 
responsibility of the Chief, Personnel Division, to ascertain that 
CI^Bpolicy and the standards established by the Civil Service 
Commission are observed in connection with the employment of all 
vouchered civilian employees, 

b 0 (1) The Chief, Personnel Division,. Personnel and Administrative 
Branch, may take final action for the Director in cases invoP.virir 
grades CAF-l to 12 inclusive, and P-1 to P-5 inclusive, pro- 
vided the head of the interested Office or Staff Section concurs/, 

(2) The Executive Director must approve for the Director 
final hiring in all cases involving grades from CAF-13 to 
CAF-15 inclusive, and P-6 to P-8 inclusive. Concurrence of 
the head of the interested Office or Staff Section mil be 
obtained by the Personnel Division prior to presentation to 
the Executive Director for decision* 

(3) Any doubtful cases and those involving disagreement between 
the Personnel Division and the Office or Staff Section Head 


concerned, will be referred to the Executive Director for 
decision, in the event the Executive for Personnel and 
Administration cannot reach a staisfactory agreement with 
the requesting office.. 

Transfers and Reclassification of Positions, 


Action to secure reclassification of established positions and 
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transfers of individuals between Offices or Staff Sections will be j 
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handled generally in the same manner as indicated above, except for 

security chock. No action on the part of individuals or Office and 
Staff Heads is required to effect automatic within grade salary increases. 

6, Terminations. 

Request for termination of employment in the case of any 
employee will bo initiated by the appropriate Office of Staff Section 
Hoad on Form 37-3 > and forwarded to the Personnel Division accompanied 
by a detailed statement of the reasons for recommending termination. 

Upon receipt of such request. Personnel Division will take appropriate 
action in accordance with existing regulations. i 

25X1 A 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



1T0TE: This document is classified "SECRET" only because 
of the subject rather than the contents/ 
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CIO ADMINI STRATIV E ORDER HH|||i 

PERSONNEL ACTIONS AFFECT ING CIG CIVILIAN EMPLOYEES 
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1> Procurement 

a. The Personnel Division, P & A Branch, CIG, is charged -with: 

(A-tLitAA^ -t-i-'l ?i-t ~ r /~ ~ 1/ , ■"! r I ; 

(1) Maintaining, ^ouri-snt data showing authorized existing vaoanoies 
(both grades and positions) in all CIG offices and Staff Sections. 

(2) Close and constant coordination with CIG offices and Staff 
Sections to determine priority of personnel requirements to insure 
continued efficient operation. 

(3) Obtaining from the Civil Service Commission approval of job 
classifications covering all CIG civilian positions requiring 
such approval. 

(4) Determining, and maintaining constant contact vdth, all avail- 
able potential sources of qualified individuals to fill authorized 
CIG vacancies. Such contacts will be continually exploited to the 
extent neoessary to insure availability of qualified individuals 
to fill valencies as they ooour. 

(5) Close coordination with the Security Division, P & A Branch, 
CIG, to expedite to the fullest possible extent all action in 
connection with final security clearance of prospective employees. 

(6) Initial contact with prospective employees and expeditious 
completion of all administrative action required to employ those 
found qualified to fill authorized vacancies. 

(7) Obtaining approval of appropriate Office or Staff Section Head 
prior to hiring any employee to fill an authorized vao an oy, except 
for clerical and administrative positions in grades CAF-1 to CAF-5# 
inclusive, which maybe filled without reference to the Office oti 
Staff Section concerned# 
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b. Office and Staff Seotion Heads are oharged withs 

(1) Initiating Forms No. 37-8 (Recruitment Request) in triplioate 
oovering personnel requirements -to fill essential authorized vacon 
oies, and 37-3 (Personnel Action Request) in duplioato, covering 
employment of aooeptable individuals, and routing the forms to 
the Personnel Division for notion. 

(2) Final interview and aooeptanoe or rojeotion of prospective 
employees to fill vaoanoies under their jurisdiction, exoept 
clerical and administrative personnel tc be appointed in grades 
CAP-1 to CAF-5 inclusive. 

(3) Providing advice and assistance in the preparation of job 
classifications. 

(4) Making no commitments regarding employment or salary to 
individuals who may be contacted directly prior to reference to 
Personnel Division. 

2. Processing Procedures* 

a. Completed Forms 57 (Application for Employment) and 38-1 (Personal 
History Statement) will be obtained from prospective employee by 
Personnel Division. 

b. In oases where clerical and administrative positions in grades 
CAF-1 to CAF-5 inclusive are involved, qualification of applicant 
to hold position will be determined by Personnel Division, and, if 

found qualified. Form 33-1 sent to Seourity Division for security 
clearance. 

o. In oases other than those specified in par. 2b above: 

(1) Forms will be sent to Office or Staff Seotion when appropriate 
vacancy exists requesting recommendation for or against employment 
and, if aooeptable, indication of grade and position to be filled. 

(2) Upon return of papers to Personnel Division, if applicant is 

aooeptable, final determination of qualifications to fill grade 
and position recommended will be made and Form 38-1 sent to 
Seourity Division for security clearance. IT if’"' *5® TP 
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(3) Cases involving disagreement between tho using agency and 
th® Personnel Division will bo sent^ together with full statement 

of foots, to th® Executive Director for daol n ion. 

r-tA e-a.iL.n.4-/' a-^iou-f dJ// o-w cu^-ux-iiu^.V 1 - ,t/£< 1 - t& jj . , 

(4) Personnel Division will initiate all rejection noti£L Vo 
applicants. 


d. (1) Immediately upon receiving seourity clearance, notion to com- 
plete employment processing will be expedited by Personnel Division 
and employee assigned. 


(2). If Se cu ri ty Division recommends 
priate notification will be sent to 
sion and case closed. 


against employment, appro - 
applioant by Personnel Divi- 


(3) Any disagreement between Seourity Division tmd/or Personnel 
Division and Office or Staff Heads will be referred^ to the Execu- 
tive Director for decision^ /tlU ftr~r ft'*- 

— <Y £L 


f . 


3. Personnel Division will obtain sufficient information from the 


Division to keep budget restrictions on personnel procurement current at all 
times. Individual oases will not normally be referred to the vision 

for clearance. 


4* Approval of Personnel Actions. 

a. Relegation of Authority dated September 6, 1946, signed by the 
Direotor Central Intelligence authorized the Chief, Personnel Division, 
to approve personnel actions for the CIG. It is the responsibility of 
the Chief ,• Personnel Division, to ascertain that CIG policy and the 
standards established by the Civil Service Commission are observed in 
connection with the employment of all vouchered civilian employees. 

b. (1) The Chief, Personnel Division, P & A Branch, may teke final 


action for the Director in cases involving grades CAP-1 to 12 
inclusive, and P-1 to P-5 inclusive, provided the head of the 
interested Office or Staff Seotion concurs. 
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(2) The Executive Direotor muet approve for the Director final 
hiring in all oasea involving grades from CAF-13 to CAF-15 
inclusive, and P-6 to P-8 inclusive • Concurrence of the head of 
the inberested Office or Staff Section will be obtained by* the 
Personnel Division prior to presentation to the Executive Direotor 
for deoision. 

(3) Any doubtful oases and those involving disagreement between 

the Personnel Division and the Offioe or Staff Section Head con- V )<^ 
corned, will be referred to the Executive Direotor for decision. 

G— "ZjJ*. ~t~r 

bitfn of Posit! 


^2- 


S # Transfers and Recftassifi^atitfn of Positions. 

Action to secure re classification of established positions and trans- 
fers of individuals between Offices or Staff Sections will be handled generally 

in the same manner as indicated above, except for security check. 7^? 

<H t . xLf fL trt cXj ft 

“"fif i±s5Lr uu * i* 2 - 

Request for termination of employment in the case of any employee 
will he initiated by the appropriate Office of Staff Section Head on Form 37-3, 
and forwarded to the Personnel Division acoompanied by a detailed statement of 
the reasons for recommending termination. tJpon reoeipt of such request. 
Personnel Division will tales appropriate aotion in acoordanoe with existing 
regulations. 




SEC^'^T 
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ACTION 

RECOMMENDATION 

SIGNATURE 

INFORMATION 

RETURN 


DIRECT REPLY 

COMMENT 

FILE 

NOTE 

MAIL 


PREPARATION OF REPLY 


remarks: Attached are — 

1. My pencilled note dated 17 November on proposed 

procedures governing personnel actions on, vouchers d funds. 

2# Your memo dated 19 November on same subject. 

3* Mamo from Mr. Saunders, Chief, Finance Division, dated 3 December 
covering our criticisms. 

4. New draft of administrative order presented by Finance Division to 
be substituted for that previously submitted. 

5. Draft prepared by me which I recommend be acoepted and published in 
lieu of the two previously submitted by P & A. 


25X1 A 


(Continue "Remarks" on back, if necessary) 
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19 November 191/6 


MEMORANDUM FOR EXECUTIVE FOR 

PERSONNEL AND ADMINISTRATION 


STATINTL 


STATINTL 


qho,,iH*K„ A ^^ Ched ^ m ! in< ^taiiiftilftih >ry in its present form. It 
should be referred revision under his super- 
vision. I concur in his remarks and add the following: * 

ai= -* R ® f ® renoe Paragraph 2a, the authority should be cited. 

Also, paragraph 2 appears to be a policy statement ; as such, it is 
incomplete . If infers that the Chief, Personnel Division, is the 
2lV P !?m 8 authority within C.I.G.; this is not so. For ex- 
° r ?u pUty Wil1 P ass on certain appointments; 
Assistant Directors or their representatives will have to conoid in 
others; you are reviewing all appointments grade CAF-10, the P grade 

eto - “ thl5 15 10 ^ 


7 


STATINTL 


* Paragraph 3a is vague along the same lines. Whenever qtatimti 
you publish a new administrative memorandum pertaining to any subiect 

referred to if the two are consistent, and if not consistent, orevious 
memoranda should be rescinded or revised. ^ 


' + . A* Instructions for tra nsfers ( paragraph 6, this memo) are 
contained in Administrative Order ) 

o» t cS: £T*- 

pauagraph ?! Per5 °”" el “vision", particularly with rsfermc. to 

. £* P‘ G P 0re nce rejection of personnel, paragraph lie, vou have 

hSr d T™ n i™ containing instructions o/how rejections will 
MbliSd d i+ T ° when ® ver a new administrative memorandum is 

1 T st o® thoroughl T checked with existing administrative 
memoranda, numbered or unnumbered, adequate references made, and previ- 
ous instructions rescinded if necessary. p 

LJ 7'.* understand you are working on a set of C.I.G. regulations 

ti^n^f^these 0 ^ 6 ! 3 ^ exis ** nfi administrative instructions. Prepara- 
tion of these regulations will be much facilitated if the procedure 

bf J;f dab r ll f0 ^ 0wed - Also there ^11 be much less confusion 
by the people attempting to carry out the instructions. 




~7 
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3* I have not made a complete check of this document against 
all previous administrative orders , but have only cited examples. 
Further search may reveal others . 


Assistant Executive Director 



1 Incl. - Draft of 

Administrative Order 
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Office Memorandum • united states government 

TO : Executive for Personnel and Administration DATE: 3 December 1946 

from : chief. Finance Division 


SUBJECT: procedure for Requesting Personnel Actions 

STATINTL 

This is in reference to memorandum of 19 November 19®TATINTL 

which contained various comments and criticisms regarding the draft of 
a proposed procedure for Requesting Personnel Actions* This proposed 
vised along the lines suggested by HHHHHHHPI 
anc * an< 3 the revised draft is attached hereto* Your STATINTL 

attention is directed to the following points? 

!• Paragraph a. of memorandum requests that STATINTL 

specific authority be cited. This has been done in the 
revised draft. It is not intended that the attached should 
be a policy order. The purpose and scope of this order is 
to instruct the operating officials so that they may request 
personnel actions on standard forms in a uniform manner. The 
purpose of the paragraph entitled "Authority” is to show the 
authority for the issuance of such instructions, and is not 
intended to be a complete policy statement. With respect to 
the authority to approve personnel actions, it is recognized 
that it is necessary for the Deputy Director, Assistant 
Directors and their representatives to pass on certain types 
of appointments before their final approval. However, the 
responsibility for the final approval is that of the Chief, 

Personnel Division. The law (USC 43) provides that only the 
head ol an agency or his delegatee may approve personnel 
aotions , and although the Director, Central Intelligence in 
a Delegation of Authority dated 6 September 1946 vested this 
authority in The Executive for Personnel and Administration, 
the Chief, Personnel Division and the Assistant Chief, * STATINTL 
Personnel Division, the Chief, Personnel Division is the CIG 
representative recognized by the Civil Service Commission as 
the appointing official for the agenoy. 

STATINTL 

2. Paragraph b of memorandum requests that 

previous memoranda on the subject of recruitment be cited. 

So far as we have been able to determine there are no previous 
memoranda on the subject of recruitment. * STATINTL 

3* Administrative Order has been cited in the revised 

with the request contained in Paragraph c 
memorandum. — 





% 
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STATINTL 

4. Paragraph £ of memorandum requests that STATINTL 

the Procedure for Requesting Personnel Actions be checked 
throughout with CIG Administrative Order This has 

been done and there appears to be no oonjffl^^wtween the STATINTL 
two orders. 

6. Paragraph £ o f memorandum requests that 

previous unnumbered memoranda on the subjeot of re jeotions CT . TIMTI 
be cited. This citation has been included in the revised blAIINIL 
draft# 


6« The recommendations made in note have 

been incorporated in the revisecRrarc^^^^™ 


STATINTL 



EDWARD R. SAUNDERS 
Chief, Finance Division 
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Copy No. 


CENTRAL INTELLIGENCE GROUP 
CIG ADMINISTRATIVE ORDER NO . ... 
PROCEDURES FOR REQUESTING PERSONNEL ACTIONS 


!• APPLICATION 

This order is applicable only to those personnel actions affecting 
vouohered oivilian employees of the CIG. 3 

2. AUTHORITY 


Delegation of Authority dated September 6, 194C signed by the Direotor 
Central Intelligence authorised the Chief, Personnel Division to approve 
personnel actions for the CIG. It is the responsibility of the Chief, 
Personnel Division, to ascertain that CIG policy and the standards 
established by the Civil Service Commission are observed in connection 
with the employment of all vouohered civilian employees, 

3. RECRUITMENT 



b. 


( 

The Personnel Division will conduct a recruiting program to provide 
qualified personnel to meet the needs of the agency and will make 
or clear all initial contacts with individuals under consideration 
for employment or assignment to CIG. It is recognized that, in 

^^^\ ins Jff ta i\ s P eciftlUed t ^ e6 o£ Personnel, operating 
officials will wish to make direct contact with applicants whom 
they know to be proficient in particular fields of endeavor; 
arrangements for such direct contacts may be made with the 
Personnel Division. However, no official of an operating office 
or branch is authorized to make definite commitments to an 
individual regarding employment, salary, etc., without prior 

the Perso “ le: ’- Vision, nor will commitments be 
° r . naVR l personnel for employment in a civilian 
ranoe 101(1 approval of the Chief * 

Siri f SST f0r the recruitment Personnel 


( 1 ) 


( 2 ) 


Djvision^f^f^ 06 ° r ? ranch v* 11 advise the Personnel 
Division of its personnel requirements on Recruitment 

ce?linj s f 0rm N °* 37 ‘ 3 » in line irlth established personnel 

The Procurement and Assessment Section, Personnel Division 
mil arrange initial interviews with potentially eligible 
individuals and where they appear to be qualified will 

operating°branch, t0 ** int9rVieWed * 811 of the 







$ 
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(3) An applicant found to be suitable by the operating branch 
will be returned to the Procurement and Assessment Seotion 
Personnel Division, and his employment may be requested by* 
initiating Form No. 37-3, Personnel Action Request# 


4. 


SECURITY CLEARANCE AND APPOINTMENT 


a. 


b. 


d. 


■f. 


Prior to appointment, all personnel must reoeive security clearance 
xn accordance with CIG policy and regulations, 

When a qualified candidate for a position has been found, and the 

06 °i h&B roc * ueGte<i his employment on Form No. 37-3, tho 

uSlbs^+J Division will seoure application Form 57 in duplicate 
unless these forms have been previously secured by the office or 

S * 0Urlty *'° m *>• “‘I. 

i^SMSSsKr 

i" te 37 r rL eW + H a fp aPPr0Va ^* the Bud S et Section Will return the Form 

f T 1 ?*• 

the initiating officer and nu- * „ 67 3 Wl11 be r °turned -to 

«“*•*. P.r.cX Pr»«ur« s.cS» 

instructions contained in . T 1 * acc °i'dance with the 

by the Executive for Personnel « H n f!^- dated 7 Novembar 1946 signed 
dispatch a letter to £he initiate and 
longer being considered for emplo^entl 181 * 16 ***“ that he is no 



t 
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s. REPORTING- TOR DUTY- -NSW EMPLOYEES 

a. Now employees will be notified by the Transactions Section. 
Personnel Division when to report for duty. Upon reporting 
for duty they will be given the oath of office, scheduled for 
physical examination, and advised how to make necessary 
arrangements for salary, allotments, withholding tax, bond 
deductions, etc# 


b* 


6. TRANSFERS 


^rooting ^he employee to report for duty to the 
administrative officer or other appropriate offioial of the 

in Whi0h j he is he employed, the Transactions 
Section will arrange appointments for the individual with the 
Security Division for the purpose of seouring an identi fio a-m 
a ge, taking security oath and receiving security indoctrination. 




b. 


d. 


be^aS^ 130 ! 8011 " 61 fr ° m ° n ° duty atation to another shall not 

Which involve the estSn 8 ^eT% ° a8e8 .° f details or tr£ ™fers 

are IttachefaSf^n^e TV*™ th&t 811 P ertinent documents 
for review 

compliance with agency personnel celling^ 7 ^ 

No. ^ 7 -3 ^to^the ^Personnel * Divi s ion^f^ S6Cti ° n WlU return the Form 
position by the ciJS,S * \ revl , ew *** valuation of the 

qualifications ^of^th^individual^v'th “ •"*«*«* of the 

Section. individual by the Procurement and Assessment 
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e. Upon favorable decision by the Classification and/or A Asflessment 
Sections, the Chief, Personnel Division will approve the Form 
No# 37-3, issue a Personnel Action N 0 tifioation, and make 
appropriate distribution thereof. 

f# In case of disapproval of the Personnel Aotion Request, the 
reasons for the disapproval will be noted on Form No. 37-3 and 
returned to the initiating officer# 

CLASSIFICATION OF POSITIONS AND PROMOTIONS 

a. Requests for promotion of employoes or reclassification of 
positions will be initiated by properly designated offioials 
of the operating office or branch on Form No. 37-3 and 
forwarded to the Personnel Division. 

b. The Personnel Division will ascertain that all pertinent 
documents are attached and will route the Form Noi 37-3 to 
the Budget Section for review and approval as to the 
availability of fUnds and co$plianoe with agency personnel 
ceilings# 

o. After review and approval, the Budget Section will return the 

Form No# 37-3 to the Personnel Division for review and evaluation 
of the position by the Classification Section and/or an evaluation 
of the qualifications of the individual by the Procurement and 
Assessment Section. 

do Upon favorable decision by the Classification and/or* Assessment 
Sections the Chief, Personnel Division will approve the Form No. 
37-3, issue a Personnel Action Notification and make appropriate 
distribution thereof# 

e. In case of disapproval, of the Personnel Action Request, the 
reasons for the disapproval will be noted on the Form No. 37-3 
and returned to the initiating officer# 

f# Automatic within grade salary increases will be effected by the 
Personnel Division in accordance with statutory requirements and 
no action on the part of the operating offices or branches will • 
be required# 

TERM INATIONS 

a. A request for the discharge of an employee may be initiated by the 
office or branch chief on Form No. 37-3 accompanied by a full 
explanation as to why the discharge is recommended. The Personnel 
Division will review the circumstances in each case and aotion 
will be taken in accordance with applicable regulations# 
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CETOHAL nnmifflBHCR GROUP 
CIO AfMHI OTRATIVK Oft PER uo. 

PERSOHJgi L AC TOON 5 AFFECTING CIO CIVI LIAN EMPLOYEES 

Wito are paid Vo'tfdfrijaiBi) pHifBSr — ~ 


1* Procurement 

a. The Personnel Division, P & A Branch, CIO, is charged with: 

(1) Maintaining ourront data showing authorized existing vacancies 
(both grades and positions) in all CIO offices and Staff flections. 

(2) Cloco and constant coordination with CIG offices and Staff 
Sections to determine priority of personnel requirements to insure 
continued efficient operation. 

(3) Obtaining from tho Civil Sorvioo Commission approval of job 
classifications 'ring nil CIG oivilioh positions requiring 
suoh approval. 

(4) Determining, and maintaining constant contact Tdth, all avail- 
able potential sources of qualified individuals to fill authorized 
CIG vacancies. Sucsh contacts vdll bo continually exploited to tho 
extent necessary to insure availability of qualifiod individuals 
to fill vacancies as they occur. 

(5) Close coordination with tho Security Division, P & A Branch, 
CIG, to expedite to the fullest possible extent all aotion in 
oonneotton with final security olearonoe of prospective employees. 

(6) Initial contaot with prospective employees and expeditious 
completion of all administrative action retired to employ those 
found qualifiod to fill authorized vacancies. 

(7) Obtaining approval of appropriate Office or staff Section Hoad 
prior to hiring any employee to fill an authorized vaoaaoy. oxoept 
for clerical and administrative positions in grades CAF-1 to CAP-5, 
inclusive, which may be filled without reference to the Offioo of 
Staff Section concerned. 
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b. Offioo md Staff Seotion Hoads are ohurgod with* 

(1) Initiating Fonno lTo, 37-8 ( Foaruitemont rtoquotrfc) in triplicate, 
oo vo ring personnel roqulremontB to mi essential authorisod^psn*- 
oieo, and 37-3 (Personnel Action Request) in duplioato, covering 
employment of acceptable individuals, and routing the fonaa to 

the Personnel Divio! on for notion, 

(2) Final interview and aoceptenoo or rejection of prospective 
employees to fill vacancies under their jurisdiction, except 
olorioal and administrative personnel to bo appointod in grades 
CAF~1 to CAF**5 inclusive* 

(3) Providing advioo end naointanoo in the preparation of job 
olasolf ioations , 

(4) Making no commitments regarding employment or salary to 
individuals who may be contacted directly prior to reforonco to 
Porsonnel Division, 

2* Processing Procedures* 

a. Completed Forme 57 (Application for Employment) m d 38-1 (Personal 
History Statement) will bo obtained from prospootlve employee by 
Personnel Division. 

b. In oases whore olorioal and administrative positions in gradoo 
CAF-1 to CAF-B inclusive are involved, qualification of appliount 
to hold position will bo detenninod by Porsomol Division, and, if 
found qualified, Pom 38-1 sen* to Seourity Division for security 
clearance. 

o. In oases other than those specified in par, 2b above: 

• mtm ■ 

(1) Forms will be sent to Offioo or Staff Section when jppropriafce 
vaoanoy exists requesting recommendation for or against employment 
and, if acceptable, indication of grade and position to be filled. 

(2) Upon rote to of papers to Personnel Division, if applicant is 
acceptable, final determination of qualifications to fill grade 
and position recommended will be made and Form 38-1 sent to 
Security Division for security clearance. 


S 




•B’ BSl rsfr 




if 


'*W~ 
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(8) Cases involving disagroomont botivoon tho ualng agency and 
the “orsonnol Diviaion vdll bo cent, together with full statement 
of facts, to the ftcocutivo Director for dooiolon. 

(4) Personnel Division will initiate all reaction notices to 
applicants • 

A. (1 ) Immediately upon rocoiving security olearonoo, action to com- 
pleto employment processing will bo oxpoditod by Personnel Diviaion 
and omployee aosignod* 

(2) If Security Division rocomnondo an; rdnst employment, appro- 
priate notification will bo sent to applicant by Porsonnol Divi- 
sion and cnco olosod. 

(S) Any disagreement between Security Division aa^/or Personnel 
Division and Office or Staff Heads vdll be referred to the Hxecu- 
tivo Director for decision* 

s. Personnel Division will obtain sufficient information from tho Budget 
Division to fcoep budget restrictions on personnel procurement current at all 
times. Individual oases will not normally be referred to tho Budget Division 
for clearance* 

4# Approval of Personnel Actions** 

a* Relegation of Authority dated September 6, 1946, signed by the 
Director Central Intelligence authorised the Chief, Personnel Division, 
to approve personnel actions for the CIO. It is tho responsibili-ty of 
the Chief, Personnel Division, to ascertain that CIO polioy and the 
standards established by the Civil Aervioo Commission are observed in 
connection with the employment of all vouohered civilian employees, 
b. (1) Tho Chiof, Personnel Division, P & A Branch, may lake final 
action for the Director in cases involving grades CAP-1 to 12 

inclusive, and P-1 to P-5 inclusive, provided tho head of the 

$ 

interested Office or Staff Seotion o on our*. 
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(2) Tho Bxooutivo Dlreotor must approve for the Director final 
hiring in all oases involving grades from CAP-13 to CAP-16 
lnoluaivo, and P-6 to P-8 inclusive. Concurrence of tho head of 
tho intonated Office or Staff Seotdon vri.ll bo obtained by tho 

Olvlaton prior to proaentation to tho Exeoufcivo Dirootor 
for deoinion, 

(3) Any doubtful cases end those involving dl sagreemont between 
the Personnel Division end the offioo or staff Section Hoad con- 
cerned, will be referred to tho Executive Dirootor for decision. 

$« Transfers and Reclassifioation of Positions. 

Action to soouro reclassification of established positions end trans- 
fers of individuals between Offices or Staff Sections will bo handled generally 
in the same manner au indicated above, oxoopt for security ohoclc. 

6. Terminations. 

Request for termination of employment in the oase of any employee 
will be initiated by the appropriate Office of Staff Section Hoad on Form 37-3, 
and forwarded to the Personnel Division accompanied by a detailed statement of 
the reasons for recommending termination. tfpon receipt of such request. 
Personnel Division will take appropriate action in accordance with existing 
regulations. 
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CENTRAL INTELLIGENCE GROUP 
C.I.G. ADMINISTRATIVE ORDEfl 
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P ERSONNEL ACTIONS AFFECTING CIG CIVILIAN EMPLOYEES 
WHO ARE PAID FROM VOUCHERED FUNDS 


1. Procurement 

a. The Personnel Division, Personnel and Administration! Branch, CIG, 
is charged with: 

(1) Maintaining, in coordination with the Finance Division, current 
data showing authorized existing vacancies (both grades and positions, 
in all CIG offices and Staff Sections. 

(2) Close and constant coordination with CIG offices and Staff 
Sections to determine priority of personnel requirements to in- 
sure continued efficient operation* 

(3) Obtaining from the Civil Service Commission approval of job 
classifications covering all .CIG civilian positions requiring 
such approval*. 

(4) Determining, and maintaining constant contact with, all avail- 
able potential sources of qualified individuals to fill authorized 
CIG vacancies. Such contacts will be continually exploited to the 
extent necessary to insure availability of qualified individuals 

to fill vacancies as they occur* 

(5) Close coordination with the Security Division, Personnel and 
Administratis Branch, CIG to expedite to the fulUe st possible 
extent all action in connection with final security clearance of 
prospective employees* 

(6) Initial contact with prospective employees and expeditious 
completion of all administrative action required to employe those 
found qualified to fill authorized vacancies* 

(7) Obtaining approval of appropriate Office or Staff Section 
Head prior to hiring any employee to fill an authorized vacancy,; 
except for clerical and administrative positions in grades CAF-1 * 
to CAF-5, inclusive, which may be fills d without reference to the 

or Staff Section concerned* 
b. Office and Staff Section Heads are charged with: 

(1) Initiating Forms No. 37-8 (Recruitment Request) in triplicate, 
covering personnel requirements to fill, essential authorized vacan- 
cies, and 37-3 (Personnel Action Request) in duplicate, c overing 

the forms to 


employment of accepx.aD.Le 
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(2) Final interview and acceptance or rejection of prospective 

employees to fill vacancies under their juris dication, except 
clerical and administrative personnel to be appointed in grades 
CAF-l to CAF-5 inclusive , 

(3) Providing advice and assistance in the preparation of job 
classifications. 

(U) Malang no commitments regarding employment or salary to 
individuals who may be contacted directly prior to reference to 
Personnel Division. 

2 0 Processing Procedures. 

a e Complete Forms £7 (Application for Employment) and 38-1 (Personal 
History Statement) will be obtained from prospective employee by 
Personnel Division. 

be In cases where clerical and administrative positions in grades 
CAF-1 to CAF-5 inclusive are involved, qualification of applicant 
to hold position will be determined by Personnel Division, and, if 
found qualified, Form 38-1 sent to Security Division for security 
clearance* 

£> In cases other than those specified in par. 2b above: 

(1) Forms will be sent to Office or Staff Section when appropriate 
vacancy exists requesting recommendation for or against employment 
and, if acceptable, indication of grade and position to be filled, 

(2) Upon return of papers to Personnel Division, if applicant is 
acceptable, final determination of qualifications to fill grade 
and position recommended will be made and Form 38-1 sent to 
Security Division for security clearance. 

(3) Cases involving disagreement between the using agency and 
the Personnel Division will be sent by the Executive for Personnel 
and Administration, together with full statement of facts, to the 
Executive Director for decision, if the Executive for Personnel 
and Administration cannot arrive at an agreement with the 
requesting office. 

(U) Personnel Division will initiate all rejection notices to 
applicants. 


(1) Immediately upon receiving security clearance, action to com- 
plete employment processing will be expedited by Personnel Division 


t and employee assigned. 
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1/ ' (2.) If Security Division recommends againsx employment, appro- 

priate notification will bo sent to applicant by Personnel Division 

■ i ■ • . . '• 

\ and caso closed. 

I (3) Any disagreement between Security Division and/or Personnel 

f Division and Office or Staff Heads will bo referred to the Execu- 

f tivc Director for decision, in the event the Executive for 

/ Personnel and Administration cannot arrive at an agreement with the 

requesting office. 

3 6 Personnel Division, will obtain sufficient information from the 
j inane e Division to keep budget restrictions on personnel procurement current 
at all times . Individual cases will not normally be referred to the Bmdanbo 
Division for clearance* 

Approval of Personnel Actions. 

Delegation of Authority dated September 6, 19)46, signed by the 
■■ Director- Central Intelligence authorised the Chief, Personnel 
Division, to approve personnel actions for the CIG* It is the 
responsibility of the Chief, Personnel Division, to ascertain that 
G..u policy and the standards established by the Civil Service 
Commission are observed in connection with the employment of all 
vouchered civilian employees. 

v (P) The Chief, Personnel Division, Personnel and Administrative 

f 

$" Branch, may take final action for the Director in cases invcOr'in; 

} grades CAF-1 to 12 inclusive, and P-1 to P-£ inclusive, pro- 

j- vided the head of the interested Office or Staff Section concurs,-, 

(2) The Executive Director must approve for the Director 

| final hiring in all cases involving grades from CAP-13 to 

u GAF-tf inclusive, and P-6 to P-8 inclusive. Concurrence of 

• • ' . .. . ' ' ' . ' •' 
fe: the head of the interested Office or Staff Section will be 

jh’ ... 

i obtained by the Personnel Division prior to presentation to 

!•; the Executive Director for decision* 

I: (3) Any doubtful cases and those involving disagreement between 

| the Personnel Division and the Office or Staff Section Head 

I 

|j concerned, vo.ll be referred to the Executive Director for 

| . 

■ ■. * decision, in the event the Executive for Personnel and 

p \ _ 

| * Administration cannot reach a staisfactory agreement with 

| the requesting office. 

| ?o Transfers and Reclassification of Positions* 

I / . , . o';/.;..- 0 /'.. 

| * Action to secure reclassification of established positions and 

I ^ be 
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handled generally in the some manner as indicated above, except for 

security chock. No action on the part of individuals or Office and 
Staff heads is required to effect automatic within grade salary increases. 
6. Terminations. 

Request for termination of employment in the case of any 
employee will be initiated by 'the appropriate Office of Staff Section 
Head on Form 37-3, and forwarded to the Personnel Division accompanied V 
by a detailed statement of the reasons for recommending termination* 

Upon receipt of such request, Personnel Division will take appropriate 
action in accordance with existing regulations. 



FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



and Administration...:.. 


25X1 A 


NOTE: This document is classified "SECRET" only because 
o f th o subject r a tl ie r than th e c out e lit s • 
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